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MEMORANDUM FOR: Deputy Assistant Director for Persomnel

SUBJECT : Logisiics O0ffice Survey

1. This report covers progress on the Logistics Office survey
during the period 19 April through 23 April 195k,

2. Hajor activity during the reporting period was concerned
with the distribution of Job questionnalre forms to employees at a
series of meetings held on Tuesday, Wednesday, and Thursday of last
waek, At these meetings, employeas were briefed on the basic pur-
pose of the survey and metheds by which it is {0 be conducted, snd
ware gilven instructions on how to complete the job questionnairs.
In addition to the basic questionnaire form, specialized question
lists covering eleven specific categories of positions were dissem=~
inated as alds to employses in developing the necessar; informetion
on their dutles and responsibilities, The handbook *How Your Job is
Clasgified in CIAY, which we had originally plamned to hand out at
the meotings, had been glven to employees previously in 2 separate
distribution, In all, 21 sessions were held at threes locations:
headquarters,

25X1A In two components, the  WtOr roo e leilsphone nran
it wss not practicable to hald neetings ﬁix'acﬂy with employees dnd
arrangements were made for the questionnaires to be distributed by
the supervisors. & five day deadline for completion of the ques-
tionnaires was imposed in all cases.

25X1A

3. FRevised tables of organigzation for all components except the
Administrative Staff were submitied to the survey team leader on
Tuesday, 20 April 1954, the latter unit being forwarded on Thursday,
22 april 19%h. Msterisl presented on sach component includes organi-
gation charts, functional statements, listing oi’ positions, and
assignments of personnel to positions. Functlonal statements are
carried down to the smallest organizational breakdown, with two
sxceptions, both within the Supply Division., With respect to the
excaptions, clarification will be requesited from lLogistics 0ffice,
although in one case the functional subdivizion is fairly obvious,
The material has been distributed to individual members of the survey
team for study prior to commenclng survey activities within their
regpective assignments,

h. In connsction with the study of internal personnel functions
and staffing of the Loglsties Office, discusslons were held with

s N
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employess of the Personnel and Training Branech, idministrative Staff,
and information developed as to current distribution of work and
| present staffing pattern. In addition, discusslions were hald with

25X1A of the Hanagement Staff, with regard to the proposed
| staffing on the revissd T/0, which calls for nine positions., Mr,.

25X1A _ findings =t this time indicate, in his opinion, that this
figura could be lowered somewhat., Specific recommendations on the

point are beiny developed, together with racomnendations as to func-
tions which properly should be performed by the Parsonnel and Tralpn-
ing Branch.

5. at the reguest of the Loglstics Office, arrangements are being
mads to coordinate the classification survey with an internal umanage-
ment study which is to be conducted by the Tgchnical Review and Policy
ctaff., Inasmuch as the fact finding phases of both efforts utilize
essentially the same sources for securlng basic data, i.e. employses
and supervisors, a merged endeavor in this regard will avoid unnecess-
ary duplication of effort and reduce the demand oa smployses and super-
visors for job infermation. It is planned to have representatives of
the Technical Review and Policy Staff work directly ith members of
the classification survey team in covering the various organizational
components. Members of the Technical Review and Policy Staff are to
participate in work auvdits with supervisoers and employeses to the ex-
tent necessary to meet thelr needs for information, although it is not
antlcipated thet a hundred percent coverage will be necessary in this
regard, The arrangements made clesrly provide that spesd in rate of
completion ¢f the classification survey is not to be hampered by coord-
ingting it with the other study and that responsibility for grade
recormendations w1l not be ore-smpted in any way by the Lozlistics
staff representatives. A4n advantage that will accrue o the classi-
fication tesm by virtue of this arrangement is that it will provide a
ready chamael for referring any organizational or functional ques-
tions that may be uncovered as the survey pProgresses.

25X1A

Chief, Classification and Wage Division
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